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This chapter discusses the personnel and pay systems in use by the (

Guard Responsibilities, which incorporate data input, communication
guidelines, and signature authority, are alsavigled in this chapter.

This chapter contains the following sections:
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Direct AccesgDA) is a streamlined human resource manageauaaht
payroll system that facilitates input from various sourdéss includes
members, unitRersonnel and Administrative Officéervicing Personne
Offices, PPC, and otheBA increases efficiency, reduces expenses
related to all aspects of human resouremagement, and fosters a
paperless environment.

Travel Preparation and Examination System (TPAX) is a software
application designed to run on the Coast Guard Network through the
Standard Workstation (SWIII) or\drtual Private Network\VPN)
connection TPAX provides an electronic link between the traveler, the
Authorizing Official and the Integrated Automated Travel System
(WINIATS). WINIATS is the software application used by PPC (tvl) to
compute claim/vouchemétlements and transmit the informationthe
Finance CenteH{INCEN) for payment
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Section A: Responsibilities

A.l.
Introduction

A.2. References

This section discusses the responsibilities for the personnel and pay
proceduresDirect AccesgDA) exiss as part of the overall Coast Guard
human resource syste®everal players (entities) within this system hav
responsibility to ensure the system functions properly.

(a) Military Assignments and Authorized Absences, COMDTINST
M1000.8 (series)

(b) Government Travel Charge Card (GTCC) Program Policies and
ProceduresCOMDTINST M4600.18 (series)

(c) Reserve Policy Manual, COMDTINST M1001.28 (series)

(d) Enlistments, Evaluations and Advancements, COMDTINST M100(
(series)

(e) The Coast Guard Correspondence Manual, COMDTINST M5216.4
(series)

() Military Separations, COMDTINST M1000.4 (series)

(9) Military Personnel Data RecasdPDR) System, COMDTINST
M1080.10 (series)

(h) Personnel Security and SuitahjilProgram, COMDTINST M5520.12
(series)
(i) Coast Guard Pay Manual, COMDTINST M7220.29 (series)

()) Coast Guard Weight and Body Fat Standards Program Manual,
COMDTINST M1020.8 (series)

(K) United States Coast Guard Reqgulations 1992, M5000.3 (series)

() Military Personnel Casualties and Decedent Affairs, COMDTINST
M1770.9 (series)

(m) Military Drug and Alcohol Policy, COMDTINST M1000.10 (series)

(n) Commuter Transit Subsidy Benefits Program, COMDTINST 5382.:
(series)

(o) Coast Guard Mitary Medals and Awards Manual, COMDTINST
M1650.25 (series)

(p) The Coast Guard Directives System, COMDTINST M5215.6 (serie

(q) U.S. Coast Guard Certifying and Disbursing Manual, COMDTINST
M7210.1 (series)

(r) Foreign Travel, Passps and Visas, COMDTINST 5000.5 (series)
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A.3. Entities These entities interact to perform the personnel and pay functions for
Coast GuardBelow are their responsibilities such as, but not limited to
Entity Responsibiliies
Member Members are to

1 Repat or submitchanges in mailing address (including allotments
phone numbers, aremailaddressem Direct Access

1 Understand theiPayslis and report any discrepancigsoughther
chain of command.

Report changes in family/dependent status.

Report ocasions of moving into or out of government owned or
leased quarters.

Submit changes in allotments or direct deposit in Direct Access.

Advise the Commanding Officer (CO)/Officer in Charge (OinC) o
reenlistment/extension intentions.

Submit an eesumen accordance witl{lAW) reference (a)
SubmitleaverequestsAW reference (a)

Provide any other personnel data and supporting documentation
requested.

1 File travel claims for self and dependents, if applicable, within thi
days of reporting to a new Peament Duty Station (PDS) or
returning from Temporary Duty (TDYAW reference (b).

1 Contact their Travel Authorizing Official (AO) for any travel relate
guestions or assistance.

1 Maintain a file of historical travel, personnel and pay transactions
Shoulda member challenge a travel, pay, or personnel action, th
member must produce the necessary documentation to substant
the member6és contention.

1 Reserveamembers must:
U Submit inactive duty and active duty order requests.

U Submitthe Annual Screening Quashnaires (ASQ)n a
timely manner IAW reference (c)

U Understand their Reserve Retirement Points Statemer
and report any discrepancies viaitlehainof command

Unit co/oinc | Unit Commanding @icers (CO)/Officers in Garge(OinC) are
responsible fothe following

1 Complete Enliste@valuation System (EES)d ensure they are
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completed timelyAW reference (jl

Prepare correspondence for the WAV reference (e)
Authorize leaveequestsAW reference (a)

Endorse anterviewslAW reference (a)

Conduct predischarge interviewkAW reference (f)

Maintain wnit Personnel Data Records (PE)RAW reference (3

Grantinterim security clearance, requesting final security clearan
from Adjudication Facilities or granting/suspending access to
classified inbrmation(if required and for the conduct of
briefings/debriefingslAW reference (h)

Provide data and supporting documentation in support of
personnel/pay actions for memb&#sV reference ()

Conduct annual review of Basic Allowance for Housing
(BAH)/Dependency ForfAW reference (i) anés prescribed in thig
publication.

Ensure compliance with Coast Guard weight and body fat stand:
IAW reference ().

Review orders on the Airport Terminal in DA for attached membg

Review and forward/release trawdhims within two days of receipt
from membelAW reference (b)

Conduct overseas screening for departing members, if applicabl
IAW reference (a)

Oversee and promote unit training and personnel development
programs including administration tbfe unit Mandatory Training
program.

On a collateral duty basiwhen no fultime EducatiorServices
Officer (ESO) is assigned or in support of ftithe ESO, manage arn
oversee delivery of ESO services, including processing tuition
assistance, administration ofluotary education testing programs
(College Level Examination Prograi@l(EP), Armed Services
Vocational Aptitude BatteryASVAB), College exars Defense
Activity for Non-Traditional Education Support (DANTES) Subjed
Standardized Teststc.), managing argtocessing end of course al
correspondence tests, processi@gkdbundation/Mutual Assistance
educational grants and loans, processing Educational Assessme
requests; and facilitating and supporting educational achievemer
through voluntary education.

Save as Decedent Affairs Officer (DAO) withthe Area of
Responsibility AOR). Oversee and coordinate all CG funeral
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actions, including Burials at Sea, per the Military Funeral Honors
(MFH) programlAW reference (l) Maintain MFHDatabase.

Provide Casualtissistance Calls Officer (CACO) guidance and
support in AOR when responding to a death in the line of. duty
Providing training to CACOs.

Manage and oversee the urinalysis and weight standards primyra
unit and supportednitsIAW references (m) and ())

Manage and oversee the Government Travel Charge Card (GTC
program for the unit and supported units; assist units with GTCC
issuedAW reference (i)

Manage and oversee the Mass Transit benefit program for the u
and supported unit&W reference (n)

Oversee financial assistance and grants management inct@ing
Foundation (CGFDN) Grant applications and Mutual Assistance
(CGMA) loans or grants.

Serve as the Passport Acceptance Agent (PAA) for the unit and
supported unitsAW reference (r)

NOTE:

Units with insufficient administrative capability (see Section 71-
1-c of reference (R) should seek assistance from their parent
command in completing these task$AW Section 31-7-b of
reference (K, the Sector or Group Commandeis responsible for
providing support for the functions performed by assigned
subordinate units.

Personnel and
Administrative
(P&A) Office

P&A Offices the terms P&A OfficesAdmin Officesand Unit Level

Admin Staff are used interchangeably (Unit Level Admin Staff is the

firstAdminstd f i n a unitoparedohai n of

1 Coordinate and provide expertise in unit administration and
personnel actions fakctive Duty, Reserveauxiliary, and civilian
members assigned to the unit.

1 Serve as primary pay, allowances, and benefits courfeelall
personnel.

1 Review, support and initiate &loast Guard@G) mandated pay

and/or personnel transactions submitted to the Servicing Person

Office (SPO)

1 Mail or scan and email any documeatgginating from the P&A
Office andauthorizedby Enclcsure (1) of reference Ydor inclusion
in theElectronically Imaged Personnel Data Red@HdPDR) and
provide originals to th&PQ
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1 Manage Temporarputy and Permanent Change of Station orders
for all personnel.

1 Act astheCommon Access Card (CAC) issgiauthority; perform
CAC pin resets.

1 ProvideDefense Enroliment Eligibility Reporting SysteDEERS/
RealTime AutomatedPersonneldentification SystemRAPIDS)
services and ID card services to eligible personnel.

1 Provide travel and transportation admstrative support and
counseling, including assistance with travel claim submission for
unit and supported unit&W reference (b)

Act as DAcoordinator for the unit and supported units.

Act as the Active Duty for Training (ADT) orders issuing authyorit
as directed by the appropriate level stBfovide administrative
services by coordinating Reserve mobilization administrative
support, and the documentationRéservarills. Maintain file copies
of all original signedReserveorders issued to SectBeserviss.

Issue travel funds, as appropriate, IAW reference (i).
Manage and monitor overseantry approvalIAW reference (a)

Oversee workforce good order and discipline by coordinating
administration of military justice processes.

1 Manage uniawardsprogram including award preparation, filing, a
completingDA personnel transaction entries IAW reference (0).

1 Manage unit directives program including maintenance of unit
directives library and promulgation of tigenerated directivd&\W
reference (p)

Provide other personnel services as required by current directive

Contact Pay and Personnel (PPC) Customer Care osengf the
methods in Section Df this chapter to address administrative issy
that cannot be resolved at their level.

1 Liaison withthe SPQto includereportingpay issues that cannot be
resolved atheir level.

Servicing
Personnel Office
(SPO)

Servicing Personnel Offices (SBDprovide support to CEH0inGs by
recording complex pay and personnel events in BAen though the
SPO has rgponsibility for DA data entry, the unit CO/OinC is not
relieved of authority or responsibility for personnel management
functions The event which results in the generation of DA transactio
must still originate at t buetelyjme
communicated to the SPO through the P&A Office s&HO members
that are designated Payment Approving Officials (PA@%Y reference
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(q), certify transactions for payment by the Authorized Certifying Off
(ACO) at PPC.

SPGs are to:

T

= =4 4 -

Oversee th responsibilities of Military Pay management ensuring
pay and personnel policies and procedures outlined in service
directives are properlipllowed.

Carry out auditor responsibilities ofPAO as required by reference

().

Ensure all A transactiongffecting military pay and allowances
(including, but not limited to, enlistments, retirements, dischargey
and separations) are first supported by required documentation ¢
outlined in Service directives, the transactions are entered accur|
and procesed within prescribed timelines.

Ensure all other human resources related transactions which ma
impact pay and allowances are first suppolgdequired
documentation as outlined in Service directives, the transactions
entered accurately, andgeessed within prescribed timelines.

Process all pay and personnahsactions foActive Duty and
Reserve permanent change of station (PCS) orders.

Process pay and personnel transactions for Reservesfecall
mobilization and Reserve mobilization(sglnding continuance of
Reservists on Active Duty.

Prepare and process appropriate documentation as required for
administrative and disciplinary actions.

Maintain and process SPO PBRAW reference (§ to manage the
day to day activities and transactionsp s upport me
payroll and benefits in B, and to conduct and respond to personr
review and financial audits.

Mail or scan and email any documeatgyinating from the SPO ang
authorized by Enclosure (bj reference (pfor the E}PDR.

Provide information feedback to the supported units.
Investigate and resolve personnel and pay problems.
Liaison with the Personnel Service Center

Contact PPC Customer Care usong of the methods in Section D
of this chapter to address pay issues thataidpe resolved at their
level.

Pay and
Personnel Cente

PPC will:
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(PPC) Providefeedback to SPOs when transaction eravescorrectable.
Take corrective action on errordigh cannot be corrected by S®0
Provide written notice of due process rightsn@mbers who are
overpaid.
1 Provide timely and accurate personnel and pay service to all
members of the Coast Guard.
1 Administer leavdor Active and Rserve military personnel.
Administerretirement poirg accountingor Reserve members.
1 Arrange for settlen@ of claims on behalf of deceased or separats
members.
1 Process application for allotments and garnishments for certain
support obligations as set forth3rCFR 581 32 CFR 63nd33 CFR
50.
1 Administer the Sergewide Examination (SWE) program and
provide enlisted advancement liggsCG Personnel Service Center
(PSQ for official issuance.
1 Develop written procedures to support all areas of personnel ang
policy IAW reference (i)
Process travel claims.
The AQDO at PPC certifies transactions/vouchersmoaelease of
funds by the 5. Treasury.
Personnel Servic{ PSC will:
Center (PSC)
1 Issue normal promotion/advancement authorizations and eligibili
lists.
1 Approve retirements.
1 Considenrall personnel waivers
1 Issue assignment orders.
Education and | ETQC will:
Training Quota
Management | 1 Distributeand scoreall Coast Guard correspondence courses.
Command - : .
Distributeeducational funding.
€ETQC) || :
1 Conductmilitary education credit evaluation.
T Il ssue ACO .School orders
1 Enter degrees in DA.
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Coast Guard | FINCEN will:
Finance Center
(FINCEN) 1 Process out of service debts

9 Disburse travel funds

Table 2-1 Entity/Responsibilities
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Section B: Information Flow and Timelines

B.1. Introduction  This section describes the information flow to DA after an event occur
and also defines the expected timelines for pay and personnel docum
processingThere are different steps that need to be taken to ensure pi
input into DA.

B.2.Information  This is an example of how information should flow from a member to t
Flow SPO for entry into DA.

Step Who What Happens Timeline
Does It

1 Member | Event occurs (e. g. marriag&vent is reporte¢ Immediately
to theCommandP&A Office by submitting
the appropriate arksheet(s) (listed in
applicable sections of this publication) and
supporting documentation and updating any,
information inDA (i.e. address, emergency
contacts, email addresses).

2 | Command| Ensures that member has provided all Two business days (If
necessary infanationlAW the instructions | the Command?&A
from the appropriate section of this publicati| Office are celocated,

or from the instructions on the fortmen the timeframe is still 2
reports the event to the P&A Office business daysot4.)
3 P&A Ensures that member has provided all Two business days (If

Office | necessary informatiolAW the instructions the ComnandP&A
from the appropriate section of this publicati| Office are celocated,

or from the instructions on the fortmen the timeframe is still 2
reports the event to the SPO. business days, ndt)
4 SPO Reviews PDR, contact®&A for additional Three business days

information if needed, inputs appropriate dal unless otherwise state
entries into DA, and files required document on a checklist.

in the SPO PDR, including forms and
worksheetssupporting those DA entriedW
the PDR Manual

5 PPC Processes the data for the event, updates | If processed timely ang
personnel and pay entitlements, anovdes | accurately, PPC will

feedback on t he me mlprocess payroll within
two pay cycles. (This
does not include retro
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transactions.)
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Table 2-2 Information Flow
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Section C: Coordination of P&A Office and SPO Data Entry

C.1.
Introduction

C.2.Reference

C.3.Discussion

C.4.Review of
SPO PDR

C.5.
Coordination
Between Units

C.6.Reports

This sectiorprovides guilelines for P&A Offices and SPQo follow
when providing services to members who are not permanently, or are
temporarily assigned, for a period of more than 60 days, to a unit with
the PRAOT f i c e 0 s &5 area ot rdsonsBiRYO

(a) Military Personnel Data Records (PDR) System, COMDTINST
M1080.10 (series)

Many transctions processed at P&A Offices or SRDother than the
member 6s ®PRAr Odfemctt or SPOO can
knowledge, review, or approval of thermanenP&A Office and/or SPO
For example, a nepermanenSPO may unknowingly éer an inaccurate
transaction in DA that could have been cotlsecompleted based on the
permanenS PO6 s +Wempe hi mnder standing
circumstances.

Conducting a review of the SFHEersonnel Data RecorBDR) is an
important first step in the process of creating an accuratargipr
personnetransactionP&A Offices and SPOs should not enter transacti
in DA for:

1 Members who are not permanently assigned or for temporarily
assigned personnel, if assigned for kbss 60 days.

1 For SPQ, permanently or temporarily assigned personnel until the'
have received and have had t he
SPO PDR.

See reference (a) for procedure
SPO PDR is not receivedtin five days of reporting for permanent or
temporary assignment.

Transactoec an be input by other thar
SPO if delaying the transacti®(to review the SPO PDR or tramit the
information tothe permaner?&A Office or SPO) would result in a
personal financial hardship to the member or denial of benefit or privils
for the member and/or their dependents.

Ifpossid e, t he me mbP&A Offsce gndéor IR sheuldtbe
contacted and conseolbtained before submitting any transactions.

All required supporting documéation must be sent to the permarfe&iA
Office and/or SPO as soon as possible after entering the transaction.

The following reports are available to help identify andtaot the
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responsi ble SPO based on the me

1 TheSPOWUnNiIt Relationship Report provides a listing of all units and
the supportingSPO.

1 TheSPOContact List provides a listing of email addredeesll the
SPGs.

Both of theseaports are available n P CG Basta) site at:
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.as
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Section D: Contacting Pay and Personnel Center (PPC)

D.1.
I ntroduction

NOTE:

D.2. Reference

D.3. Methods

This section explains the methods to contact PPC. Members experien
personnel and/or pay problems are to coordinate resolution through tt
P&A Office. P&A Offices will coordinate resolution through their
servicing SB. IAW reference (a)the SPO contacts PPC on pay probler
which cannot be resolved at the SPO level.

Many issues may be resolved at the unit, P&A Office, or at the SP(
level. Check with your supervisorand P&A Office for assistance
with pay and/or persanel issues. Br travel related issuesgcontact
your Travel Approving Official (AO) for assistance prior to
submitting a trouble ticket.

(a) Coast Guard Paylanual, COMDTINST M7220.29 (series)

There are three methods, in order of preference, for contacting PPC:

Method

Uses

Online Trouble
Ticket

This method allows the P&A Office or SPO point of contact to providg
more detailed description of thegblem, resulting in faster resolution af
enables PPC to track and correct recurring probl&mesl ect -A T
Ticket Formo from this CG Portg
https://cg.portal.uscg.iunits/ppc/SitePages/Contact%20Us.aspx

Email

Emails can be sent tBPCDG-CustomerCare@uscqg.mil

Telephone

Call 1-866PPGUSCG (7728724) or 7853392200 Phone support is
available on weekdays imm0700 to 1600 (Central Time).

NOTE:

Table 2-3 Methods for Contacting PPC

Password resets cannot be provided by telephondtilize email or
the Online Trouble Ticket to request passwad resets for Direct
Access(DA).
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Section E: Signature of Responsible Officer

E.1.
Introduction

NOTE:

E.2.References

E.3. Authority to
Sign
Correspondence,
Forms, and
Worksheets

E.4. Authority to
Sign Pay and
Personnel
Transactions

E.5.Payment
Approving
Official
Responsibilities
and Liabilities

E.6.
Prerequisites for
PAO Designation

Chapter 2: Systems Overview

This section explains signature requirementse requirements to sign
various forms and worksheets in tpisblicationand to electroigally sign
DA and TPAX transactions & necessary to affirm and give legal credenc
to the information contained on the form or in the transaction.

COs/0OinCs must avoid situations where the responsible officer lacks
the knowledge or time to validate the information and may just sign
as a fomality.

(a) United States Coast Guard Regulations 1992, M5000.3 (series)

(b) U.S. Coast Guard Certifying and Disbursing Manual, COMDTINST
M7210.1 (series)

IAW reference (a), the CO/OinC may authorize in writing for officers, cf
petty officers, and first claggetty officers to sign, by their direction,
correspondence, forms, and worksheets in the performance of their dut

These 6by directionod authorizat:i
auditsi By directiono aut hor i zFartexamples
Aby directionodo is not authorizec

and extension documents, PCS Departing Worksheet or Advances
Worksheet, with liquidation period in excess of 12 months, and some
Administrative RemarksGG-3307).

The CO of a unit with a SPO must designate at least one Payment
Approving Official (PAO) PAOs will be designatelhW reference (h)
Only properly deighated PAO$ave the authority to process transactions
a SPO Supervisor and/or Auditd?AOs are designated when they reques
the CG SPO Auditor functional role in DA and are designated in writing
PPC.

It is Coast Guard policy that PAOs have the same level of financial liabi
as an Authorized Certifying Officer (ACOAW reference (b)If a PAO
incorrectly certifies a document/transaction to an ACO that directly resu
in an erroneousramproper payment, the PAO is responsible and is fully
accountable to the Coast Guard for that error.

IAW reference (b), PAOs must bé&#&sS7 or aboveAn E5 may be
recommended for designation only if extenuating cirdantes create a
situation where E6s/GS and above are not available for designation
Commanding Officers of SPO units can submit their recommendations
PPC €sd for considerationThe minimum requirements f&fAO
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E.7.0Online
Training
Courses/
Competency
Codes

E.8. Maintaining
PAO Status
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designatiorare
1 Being in a proper poson number and Department ID for this authorit
1 Proper paygrade.

1 Successful completion of the Internal Conti©lger Financial Reporting
(ICOFR) online training course (Course code: 810047).

1 Successful completion of tH®AO online training course (Coursede:
502360).

If an E5 is being recommended for PAaGthority, the CO mussubmita
memorandum justifying the recommendation and explaining the aythori
that will be grantedtothe®=l f approved, and af't
information has been verified P will reply with a designation

memor andum to the member througt

PAOs may not perform any PAO duties until a letter of designation is
received by the member from PP&S.

The PAOand ICOFR online training courses can be accessdtesia
Learning Management System (LMS)ips://elearning.uscg.milBoth
courses are listed in the LMS Acquisitions cataP®§Os must recertify
annually br their designation to remain in effect.

PAO and ICOFR course completions are tracked in the Training
Management Tool (TMT)For individuals who need to obtain the PAO
competency, their Training Officer (TO) will need to assign them the PA
competency iTMT. After the TO has assigned the member the PAO
competency, and the member completes the required training courses,
completion will be marked as completed in TMT

It is recommended that members print their LMS transcript for proof of
completion.

Upon successful completion of the PAO and ICOFR courses, the PAO
competency code can be assigned in DA.

All PAOs must take the required training annually

PPC will verify those that have not completed thee@signation
requiremerg and will suspend PAO privileges for those individuals not it
compliance.
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Section F: Document Processing Standards

F.1.
Introduction

F.2.References

F.3. Supporting
Documentation

This section provides the standards for document processuaip of the
documentation in # SPO PDR supports the validity of transactions wit
DA, as such, it is critical that this documentation be accurate, authoriz
approved, and appropriate for the transaction it suppidressexamples
presented in this section address the correct m@gparof documents and
shows examples of correct and incorrect document proceSdesy and
correct processing can make a difference between full compliance wit
internal contrad for financial reporting standards; or the inability to prov
the accuracyf DA transactionsAttention to detail is critical to ensure th
the supporting documentation is a complete and accurate match to de
contained in DA.

Enclosure (1) to reference) (arescribes the required supporting evidenc
for material military payrlh transactionsThe matrix lists the source
document (e. g. memorandum, message, email, form, or worksheet),
location, and retention perio@ihe matrix is not allnclusive and will be
periodically updated to accommodate policy changes and t@seits
comprehensiveness.

(a) Military Personnel Data Records (PDR) System, COMDTINST
M1080.10 (series)

(b) United States Coast Guard Reqgulations 1992, M5000.3 (series)

(c) Electronic Signatures and Management of Electrolyi&itined
Records, COMDTINST 5200.5

Properly completed forms/ wor ksh
signature, serves as sufficient supporting documentation for most DA
transactionsAccession and dependency changes recadditional legal
documents such as:

1 Birth Certificate.

1 Marriage Certificate.

1 Death Certificate.

9 Final or interlocutory vorce Decree.

Legal documents submitted to the SPO for processing and inclusion ii
SPO PDR must be originals, notarized copiexertified copiesThe
procedure for creating certified copies is:

Step Who Does It What Happens

Chapter 2: Systems Overview 2-18


https://media.defense.gov/2017/Mar/28/2001723247/-1/-1/0/CGD-170328-346-060.PDF
https://media.defense.gov/2017/Mar/28/2001723247/-1/-1/0/CGD-170328-346-060.PDF
https://media.defense.gov/2017/Mar/16/2001717485/-1/-1/0/CIM_5000_3B.PDF
https://media.defense.gov/2017/Mar/13/2001710623/-1/-1/0/CI_5200_5.PDF
https://media.defense.gov/2017/Mar/13/2001710623/-1/-1/0/CI_5200_5.PDF

PPCINST M1000.2B
Personnel and Pay Procedures TTP

1 Member Provides an original or notarized document bearing the seal

the issuing authority (e.. gounty registrar, clerk of the county,
etc.) or notay.

2 Au_thorized 1 Makesa photocopy of the document and handsrite
Servmég |§|/!embe| stampfi Cer t i f ioreedch @agepof/tite photocopy.
or Civilian

Employee 9 Printshis or her first name, middle initial, last name, and

rank/rate, if applicable.
Sigrs and dates immediately below the printed name.

Returrs the original to the member.

Per reference (a), any supporting documents should be authenticated,
complete and a legible copy of the original. It is NOT AUTHORIZED to use
personal or government cellularphones or any other personal devices to
NOTE: || make copies of documents or identification cards that contain Personally
Identifiable Information (PII). Only government -owned copy machines
should be used. Do not make a photocopy of